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fete of Reference is & good giide - less than 1 referaence per file
and the file .. y
Lrawer per month X car be moved from office space %o the

ecords Convrol Schedule is the key to maraging records dispo.ition
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Lre Center Building cost $655,000; its capacity is 106,000 cunic Izet
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eguivalent to 12,900 safes; 1t has the required security and fire protection

cevices. Since the Center nas been in operation it has received 18L. 53
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ca. £%. of records but we have destroyed 93,000 cu. Tt. t we did nct nave:

wne Records Center it would have been necessary to spend about five ani -
0
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ralf million dollars for file equipment. Today, we haveX¥§yCOP cu. <%
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Je are about 95% filled. In the| future we plan to use a GS4 Facility ot

Suitland., Tor a selected group of our records.

Now lets take a minute to summarize -
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o0& Papervwork Practices Pay Dividends./

in conclusion I want to quote one of the worlds foremost menagemens

wuthorities - Lyndal Urwick who said, "Some records are essential; scr. nen
-2 and 511 men die then the records become essentil where these accliznts

czeur. Records are essential in all large organizations because men che

wosts and forget - but the records are only memory aids. The big decisions
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€ not on paper but by men meeting Face to face who trust each otper. ™
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